CenturyLink Reservationless Audio Conferencing
Touch Tone Commands

	Participant Controls

	Feature
	Function
	Benefit

	Press *0
	Assistance
	For assistance from a support agent

	Press *1
	Help Menu
	To access the Help Menu

	Press *4
	Increase conference volume
	To increase the volume of participant voice/lines in the conference

	Press *6
	Mute/Unmute
	To mute or unmute your line

	Press *7
	Decrease conference volume
	To decrease the volume of participant voice/lines in the conference

	Press *8
	Decrease your voice volume
	To decrease the volume of your voice in the conference

	Moderator Controls

	Press *9
	Feature List
	To hear a complete list of moderator features

	Press *21
	Subconference
	To initiate a subconference – up to 9 subconferences available.  After a subconference is initiated, the moderator will be prompted to enter a number from 1 to 9 for the first subconference “room”. The moderator is automatically joined to that room.   The moderator should verbally assign room numbers to participants before the room is initiated.  Participants can enter their assigned room by pressing #, followed by the room number.  The moderator may terminate the subconference by pressing #0. All participants will return to main conference.  Participants may return to the main conference anytime by pressing ##.

	Press *22
	Record Conference
	To record a Reservationless conference.  Press *22 to start recording.  Press *22 and choose option 1 to pause your recording.  When ready to append to existing recording, press *22, option 1 again.  To erase and restart your recording, press *22 and choose option 2. Your recording ends and begins archiving when all attendees have disconnected from the conference.

	Press *31
	Enable/Disable Security Code
	To turn the security code on/off

	Press *32
	Conference Introduction
	To record a conference introduction or turn off the conference introduction

	Press *39
	Enable/Disable Entry Tones
	To turn on/off the tones heard when a participant enters the conference

	Press *91
	Participant Count
	To hear a count of participants on the call

	Press *92
	Roll Call
	To hear a roll call of current participants.  This feature must be enabled via conference create/edit on the Gateway.

	Press *93
	Disconnect all lines
	To terminate all participant connections to the call

	Press *94
	Lock/Unlock conference
	To lock or unlock your conference.  Prevents other attendees from entering your conference.

	Press *96
	Mute All
	To mute all participant lines

	Press *97
	Un-mute All
	To un-mute all participant lines
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Number of Callers *91
If this feature is selected, the moderator will receive the number of participants who have dialed into his/her call.  This information will be broken down into participants and speakers.  This will be determined by the passcode that was entered.
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Record Name for Roll Call *92
If this feature is selected, the participants name is recorded after they enter the passcode.  The name is then available to the moderator for a roll call.  Names are captured in a temporary .wav file, meaning the name is erased as soon as the participant hangs up.  A roll call must be obtained while the call is in progress.  A roll call cannot be generated after a call has taken place Moderator Features must both be activated and the Moderator Passcode entered in order for the roll call to be obtained.


Line Termination *93
This feature allows the moderator to terminate all participants’ lines while maintaining his/her own connection.  Moderator Features must be active and the Moderator Passcode entered in order for this feature to be activated. 
 
Lock/Unlock Conference *94
This feature allows the moderator to lock the conference once all participants have joined the call.  It is a toggle switch, meaning the same prompt is used to lock and unlock the call.  Participants that attempt to dial into a locked conference are told that the conference has been secured and to contact their moderator for more information.  Moderator features must be activated and the Moderator Code entered in order for this feature to be active. 

Moderator Feature “mute all” *96
This feature allows the moderator to mute all participant lines, while keeping open those lines where a Moderator Passcode was entered.  This allows a call to have multiple speakers.  If a speaker dials in with the Moderator Passcode after the lines have been muted, the Moderator will have to un-mute then re-mute all of the lines in order for the new speaker to be able to speak into the conference.  Moderator Features must be activated and the Moderator Code entered in order for this feature to be active. 

Moderator Feature “un-mute all” *97
This feature allows the moderator to un-mute all participant lines.  Moderator Features must be activated and the Moderator Code entered in order for this feature to be active.


Multi Sub-Conferencing *21CenturyLink Reservationless Audio Conferencing
Touch Tone Commands

This Moderator feature provides the moderator the ability to manage up to 9 breakout rooms/sub-conferences within a single ReadyConference call.  Sub-conferences are managed using the moderator’s/participants touch-tone keypad.

To use the feature the moderator presses *21 and instructs participants on the different sub-conferences available.  Participants will press #1-9.  If a participant enters the wrong sub-conference he/she will be able to switch to the correct sub-conference by pressing pound (#) followed by the correct conference number.

The moderator cannot control which sub-conference a participant enters.  The moderator can deactivate all sub-conferencing by pressing #0; this will return all participants back to the main conference.


Record On Demand *22
This feature allows a moderator to start, stop, pause and restart a recording utilizing a touch-tone keypad.  When the feature is enabled during a conference all participants will hear a prompt indicating, “the conference is being recorded.”
	Begin Recording – press *22
	Pause Recording – press *22 1
	Unpause Recording – press *22 1
	Erase and start over – press *22 2
Cannot stop the recording once it has begun – recording will end when the conference ends

Custom Prompt/Verbal Message Code *32
This moderator feature will be available to all clients for their ReadyConference on Demand and Scheduled ReadyConference calls.  This will enable the moderator to record a custom message/introduction. 

If a moderator wants to use this feature, once he/she has entered into the conference with their moderator pass-code, they would press *32 and they would get the following verbal menu options.  

	*32 + 1 = Record the prompt
	*32 + 2 = Delete the prompt (and disable the feature)
	*32 + 3 = Listen to the prompt
	*32 + * = Return to the conference

This message/introduction can be up to 20 seconds long, and will play after all other features have been prompted, but before the Participant is allowed to enter the conference.
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